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1. PURPCSE

The purpose of this Marshall Work Instruction (MN¥) is to
establish the method for electronically review ng and

di sposi ti oni ng, approving, revising, tracking and statusing, and
cancel i ng Prograni Proj ect managenent and Mil ti program Proj ect
common- use docunentation. This MANN al so establishes the nethod
for electronically review ng external docunentation by a Docunent
Control Board (DCB).

2. APPLICABILITY

This MN applies to all Program Project docunentation identified
by the Progranf Project Manager in the Data Managenent Pl an,
Prograni Proj ect Plan, or other docunentation for control in the
Prograni Proj ect Data System (PDS), including externa
docunentation. This MAN also applies to Marshall Space Flight
Center (MSFC) Mul ti program Project common-use docunentati on.

3. APPLI CABLE DOCUNMENTS

a. NPD 2810.1, “Security of Information Technol ogy”

b. NPG 2810.1, “Security of Information Technol ogy”

c. MPD 2810.1, “Security of Information Technol ogy”

d. MG 2810.1, “Information Technol ogy Security”

e. MG 7120.2, “Miltiprogram Project Conmon-Use Docunentation”
f. MPG 7120. 3, “Data Managenent, Prograns/Projects”

g. MAN 2210.1, “MSFC Docunentation Repository |nput/Qutput and
Dat a Managenent Proj ect Requests”

h. MPD 2190.1, *“MSFC Export Control Prograni

i. MPG 1440.2, “MSFC Records Managenent Prograni

j. MW 7120.2, “Data Requirenents ldentification/Definition”
k. MW 7120.4, *“Docunentation Preparation, Prograns/Projects”

| . ED40-004, “Departnental Information Systens Backups”
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4. REFERENCES

None

5. DEFI NI TIONS

Definitions in MPG 7120.3 apply.

5.1 Applicable Docunent. Docunent called out in the body of the

Program Proj ect docunment required to carry out the
Prograni Proj ect docunent.

5.2 DCB. A functional body responsible for the review and
di sposition of all baselines, revisions, and cancell ati ons of
docunents other than Prograni Project configuration docunentation.

5.3 Maintaining Docunentation. Providing storage, distribution,
reproduction, docunent revisions, replacing docunents in the
field with the | atest revisions, and disposition of obsolete
and/or invalid docunents (i.e., historical, limted
applicability, reference, etc., docunents) for Master List
docunent ati on.

6. | NSTRUCTI ONS

6.1 GCeneral. Program Project Manager also refers to personnel
desi gnated by the Program Project Manager

6.1.1 1In this system docunent information is accessed by
clicking the docunment nunber. This includes Ofice of Primary
Responsi bility (OPR) designee information, applicable docunents,
and previous versions of the docunents. The document title is
the link to the el ectronic docunent where accessi bl e.

6.1.2 Prerequisites for use of this control system are:

6.1.2.1 Data requirenents have been identified per MNV 7120. 2;
6.1.2.2 Determne if the optional Tracking and Statusing feature
will be used. |If Data Procurenment Docunent (DPD) and I n-house
Dat a Requirenments Docunent (IDRD) information is not entered, the
systemw || not status against the data requirenents;

6.1.2.3 Authorized users for specified systemfunctions have
been identified;
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6.1.2.4 Docunment nunbering systen(s) have been identified; a
proj ect-specific nunbering system may be inplenented in PDS

6.1.2.5 Review and approval processes have been identified for
each dat a/ docunent requirenent: DCB(s) have been identified, and
board nenbershi p has been docunented and nenbers notified; DCB
Secretariat nmay be identified; tinme period for review ng
docunent ati on has been established; nunmber of drafts all owed
before calling a formal board neeting if required to resolve
comments has been specified, if determ ned necessary by the
Program Proj ect Manager; approving authorities for each docunent
or document type have been identified and systens adm ni strator
notified via menorandumor e-nmail fromthe Prograni Project
Manager; control of external docunentation has been docunent ed;

6.1.2.6 Repository/storage, filing, access, disposition,
retention schedul es, and record custodi an(s) have been identified
for each data/docunment requirement/record per MPG 1440.2; specify
master |ist location and accessibility requirenments/limtations;
and specify docunent format(s) (Wrd and/ or ADOBE portabl e
docunent format [PDF]) for documents maintained in the system
(current and archived).

6.2 Accessing the Progranm Project Docunentation System (Obtain
access to PDS via the Wrld Wde Wb at the follow ng web
addr ess:

http://masterlist. nsfc. nasa. gov/ pds/

6.3 Prograni Project Code(s). Specific codes are required to
relate a docunent to a specific Program Project or to

Mul ti progranm Project common-use application to maintain control
of the docunments. The code for Miltiprogram Project Commobn- Use
docunentation is “M” The Program Project code is a two-letter
code. These codes shall be obtained fromthe Rel ease Desk upon
identification of a Program Project follow ng Project Managenent
Council (PMC) approval of the project or other authorization to
proceed with the project. The Rel ease Desk personnel w Il select
Project “M and user’s nenu | evel of Release Desk. To reserve a
new Program code, select Reserve a new Program Code. Conplete
the data input screen and click Update. To edit Program data,
sel ect Edit Program and conplete the data input screen; click
Update. To list Projects under a Program code, select List
Projects. Select Reserve a new Subproject for Project [Acronym
Li sted], conplete data entry screen, and click Update. To change
subproject data, click on the subproject, change data, and click
Updat e.
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6.4 Registration. Security of the systemand the information
contained in the systemare maintai ned by systemregi stration and
password-protected log in. Systemregistration is required prior
to accessibility for user log in. Upon receipt of an e-nai
nmessage that a user has registered, the systens adm nistrator

aut hori zes access to specified functions as directed by the

Pr ograni Proj ect Manager.

6.4.1 System Registration. Under Registration/Login, select
System Regi stration and enter the information required on the
data entry screen.

6.4.2 Request System User Level (Select Al Necessary). Sel ect
Prograni Proj ect or Miltiprogramand systemuser |evel fromthe
pul | -down boxes for the highest |evel applicable to user’s need
and authority. For exanple, if user is an OPR designee and a
menber of a DCB in the sane Program Project, register at the DCB
level. dick Register to submt the request(s). After a user is
initially registered, Update System Regi stration on the Project
MAIN MENU nust be utilized to request an additional |evel(s) for
a particular Program Project. Requester will receive e-nai
notification of authorized or unauthorized access stat us.
Specific functions are identified below in order of hierarchy
fromlowest to highest access |evel:

6.4.2.1 Team Access. Select for access to view draft
docunentation and DCB summary. Sel ect Program Project to which
teamis assigned.

6.4.2.2 Release Desk. Select for access to reserve/obtain a
Progran Proj ect code or “NMSFC-“ nunber

6.4.2.3 Data Managenent Functions. (Data Manager appointed in
accordance with MPG 7120.3). Select if the user requires access
to provide Progran Project data nmanagenment support, including
data requirenents and reports generation for tracking
docunentation, and action itens. My be assigned to submt
docunentation for review by the DCB for the OPR desi gnee/ change
initiator.

6.4.2.4 Docunent Ofice of Primary Responsibility (OPR)

Desi gnee/ Change Initiator (Docunent Subm ssion). Select if the
user is an OPR designee or change initiator of any
Prograni Proj ect or Miltiprogran Project comnmon-use docunentati on.
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6.4.2.5 Progran Project and Ml ti prograni Project Comon- Use
Docunent Control Boards (DCB). Select if user is an authorized
docunent revi ewer.

6.4.2.6 Board Secretariat. Select if user serves as Board
Secretari at

6.4.2.7 Approving Authority. Select if user is authorized to
approve or di sapprove docunents or docunent cancell ations for
Progranf Proj ect or Miltiprogran Project conmon-use docunents.

6.4.2.8 Export Control. Select if user serves as Center export
representative (CER)

6.4.2.9 Admnistrator. Select if user is PDS systens
adm ni strator or backup(s).

6.4.3 Update System Registration. To add or revise function

| evel s, fromthe MAIN MENU under REG STRATI ON LOG N UPDATE, click
on Update Registration/Login Information and enter the revised
information. dick Update.

6.5 SystemlLog In. For access to protected files in this
system wuser nust log in. Access is based on authorized system
regi stration

6.5.1 Login. Under Registration/Login, click System Login.

Sel ect user nane from pul | -down box and enter password for access
to the user’s authorized functions. dick Login to access the
PDS Progran Project Sel ection screen

6.5.2 Login Update. To change a password and other |ogin
information, fromthe MAIN MENU under REQ STRATI OV LOE N UPDATE
click on Update Registration/Login Information and enter the
revised information. Cick Update.

6.6 PDS Program Project or Miultiprogram Selection. Select a
specific Program Project acronymor “M for Miltiprogran Project
common- use docunents fromthe pull-down box for which authorized
functions are to be perforned. Select user’s nmenu level. This
accesses the MAIN MENU to performthe specific authorized
functions.

6.7 DCB Code(s). The PDS system provides a docunented contro
systemto review i n-house and external docunentation for adequacy
prior to issue to performwork by establishing DCBs. DCB-
controll ed docunents may consi st of standards; procedures;
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handbooks; manual s; plans; reports; budgets; schedul es;

Mul ti program Proj ect common-use standards, handbooks, and
specifications; and other docunents. Organized, docunented
control boards will be specified by the Program Project Manager
(e.g., in the Data Managenent Plan, Project Plan). DCB nenbers
will be notified by the Programi Project to register in the system
for access for the DCB code(s) obtained. DCB-controlled
docunentation is not rel eased through the Rel ease Desk.

6.7.1 New DCB Code. The Secretariat obtains a new DCB code by
clicking DCB Code(s) under CODES. Enter the title of the DCB and
click Submt. A unique sequential DCB code will be automatically
assigned by the systemas follows: DCB-[Prograni Project

acronynj -[uni que sequential nunber beginning with “1.”] The

assi gned DCB code and nane will be displayed on screen.

6.7.2 Update DCB Code Status. To change DCB code status to
“Inactive,” under CODES, DCB Code(s), the Secretariat clicks on
Updat e DCB Code Status, select the DCB code fromthe pull-down
box, and click Find. The DCB Code Title and Status for the code
sel ected may be updat ed.

6.8 Program Project Data ldentification. Wen a docunent/data
requi renment has been identified, determne if a baseline docunent
is required, revision to an existing docunent, cancellation of an
exi sting docunent, or if it is an external docunent submttal.

6.9 Tracking and Statusing. Docunentation requirenents
identified by the Progranm Project may be tracked in this system
i ncludi ng preparation and delivery requirenents, action item
status, outstanding actions, action responsibility, review and
approval information, repository information, etc. Tracking and
statusing may begin with identification of a requirenent through
the end of the Prograni Project. Standard tracking and statusing
reports have been defined. Oher standard reports nay be
established by the system adm nistrator as defined by the
Prograni Proj ect, and user-defined reports may be generated. Al
reports may be printed.

6.9.1 Tracking and Statusing Input. To enter information in
Tracki ng and Statusing, under DATA MANAGEMENT FUNCTI ONS, click
Tracki ng and Statusing Input. Conplete the information and click
Save.

6.9.2 Tracking and Statusing Update. To update data fi el ds,
click on Tracking and Statusing Update. Enter information to
perform update search and click Find, click Find without entering
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any information to obtain a conplete listing, or click D splay
Al'l to display conplete listing. dick on Docunent Nunber and/or
Title to update the docunment information. Cick Update.

Previous information is not retained.

6. 10 Reports.

6.10.1 User-Defined Reports. Generate user-defined reports by
sel ecting User-Cenerated Report under REPORTS. |If a docunent
nunber/title is selected, the information selected in the
checkboxes will be reported for that docunent only. If a
docunent nunber/title is not selected, the information selected
in the checkboxes will be reported for all docunents in the
specified ProgranmiProject. dick Submt. Consider paper size
and size and nunber of fields selected for a report to be
printed.

6.10.2 Standard Reports. OCbtain standard reports by clicking
the report desired under REPORTS, Standard Reports, and entering
search criteria or click Search for a conplete listing.

6.11 Docunent Preparation. Progranf Project-specific or

Mul ti progranm Project comopn-use docunentation will be prepared in
accordance with MAN 7120.4 or as specified by the Prograni Project
Manager .

6. 12 Docunent Nunbering. Prograni Project docunment nunbering is
specified in MNV 7120. 4.

6.12.1 “MSFC-“ Nunbers.

6.12.1.1 Reserve an “MSFC-* Docunent Nunber. To reserve an
“MBFC-“ nunber, the OPR designee, Rel ease Desk personnel, or data
manager wll select “MSFC-“ Nunber(s), enter the docunent title,
sel ect the docunent type, and click Reserve. The docunent nunber
will be displayed. Wen an “MSFC-“ docunent nunber is reserved,

t he reserved nunbered docunent nust be baselined or the nunber
cancel ed.

6.12.1.2 Update “MSFC-* Docunent Nunber Information. To cancel
a reserved docunent nunber or update the docunent title, click
Updat e “MSFC-“ Document Nunber(s) under “MSFC-* Nunber(s).

Sel ect the docunment nunber/title and click Find. The Docunent
Titl e and Docunment Nunber Status fields may be changed; click
Save.
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6.12.2 Program Project-Specific Docunent Nunbering. The
capability to electronically reserve Program Project docunent
nunbers can be provided in this systemif requested by the

Pr ogr ant Proj ect .

6.12.2.1 Reserve a Progran Project-Specific Docunent Nunber. To
reserve a Progranf Project docunent nunber, the OPR designee or
Data Manager will click Program Project Nunber(s) under Docunent
Nunber (s), enter the docunent title, select the docunment type,
and click Save. The docunent nunber will be displayed in the
following format: [Program Project Acronym -[Docunent Type]-

[ Uni que, Sequential Number Beginning with 001]. Wen a
Program Proj ect docunent nunber is reserved, the reserved
nunbered docunent nust be baselined or the nunber cancel ed.

6.12.2.2 Update Prograni Project-Specific Docunent Nunber
Information. To cancel a reserved docunent nunber or update
docunent nunber information, click Update Program Project
Docunent Nunber(s). Select the docunent nunber/title and click
Find. The Docunent Title and Docunment Nunmber Status fields may
be changed; click Save.

6.12.3 Control of Document Nunbers. For docunent nunbers
controlled in this system the status of each nunber will be

mai nt ai ned: Reserved/ Cancel ed, Reserved, Baseline, Revision
Letter, or Canceled. “Reserved/ Canceled” will be indicated when
a reserved nunber is canceled prior to baseline. “Reserved” wll
be indi cated when a nunber is reserved. “Baseline” or the
revision level will be indicated when the baseline or revised
docunent is approved. “Canceled” will be indicated when the
docunent is canceled. The Progran Project Manager will review
and status reserved docunent nunbers that remain unbaselined for
nore than 6 nonths for Program Project nunbers. The Rel ease Desk
personnel will review and status reserved “MSFC “ nunbers.

6.12.4 Docunent Revision Level. The revision |level shall be
i ndicated as specified in MW 7120.4 or as specified by the
Prograni Proj ect Manager.

6. 13 External Docunents. External docunents may be controlled
in this systemas docunented in the Prograni Project’s Data
Managenent Plan. |In sone cases, review of external docunents is
requi red where the authority to approve the docunent is external
to MSFC.
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6.13.1 External Docunents OQther Than Contractor Prepared.
Revi ew of external docunents other than contractor-prepared
docunents (e.g., from another NASA Center) and revisions thereto
may be controlled by a DCB or a configuration control board. 1In
this system the disposition of the docunent and the external
source or higher/lower-level board to which the disposition is
submtted, the date the response is submtted, the nanme of the
person who subm tted the response, and comments entered into the
DCB Disposition/lInstructions/C osure, becone a record. External
docunents ot her than contractor-prepared for which the approving
authority is external to MSFC may be maintained in a designated
reference repository/library.

6.13.2 Contractor-Prepared Docunents. Review of contractor-
prepared docunents and revisions thereto may be controlled by a
DCB or a configuration control board as established in the
Project or Configuration Managenent Plan. Any type of docunent
can be placed in the PDS as established and defined in the
Progranf Proj ect Data Managenent Plan. As a mininmum all approved
contract docunents nust be placed in the systemfor the Master
List to be conplete, or establish a link to the contractor’s

Mast er List.

6.14 Submt a Draft Docunent for Review or Request Cancell ation
of a Docunent.

6.14.1 Submt a Draft Docunent to “BASELINE” to the DCB

6.14.1.1 The OPR designee will click on Select Board Access
under OPR Functions and sel ect the DCB code(s) to which OPR
designee is authorized to submt docunents. (NOTE: This is only
required the first time a user submts to a specific DCB.)

6.14.1.2 Under Data Managenent or OPR Functions, select Submt
Draft Docunment to “BASELINE” to DCB from Tracki ng and St at usi ng;
sel ect the docunent nunber/title (this selection transfers
information entered in Tracking and Statusing to the draft
docunent subm ssion screen; information may be updated). O the
OPR desi gnee selects Submt Draft Docunent to “BASELINE” to DCB
Conmpl ete the docunent input screen (click inside the block to be

conpleted; tab to next block or click inside next bl ock).

6.14.1.3 Specify whether or not the docunment has export and/or
distribution restrictions by checking block(s) on the data input
screen. |If a docunent has export and/or distribution
restrictions, the docunent shall NOT be placed on the worl d-w de
web. NOTE: Al itenms which MSFC nekes avail able or transfers to
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a foreign country, foreign person, or entity nust conformto the
NASA Export Control Programin accordance with MPD 2190. 1.

6.14.1.4 Specify the accessibility of the docunent by sel ecting
one of the Program Project’s master |lists where this docunent
will reside: (1) General Mster List [located on PDS Main Page—
avai lable to all Wrld Wde Wb users] (2) Project Master List

[l ocated on Project General Menu—available only to users

aut horized to access the Progranf Project] or (3) Project Secure
Master List [located on Project General Menu—ogin/ password-
protected master list].

6.14.1.5 Specify whether or not the docunent will reside in the
MSFC Docunent ati on Repository. dick “Save” after entering al
appl i cabl e i nformati on.

6.14.1.6 Applicable Docunents. |If a specific revision level is
not specified, the current version is applicable. |If a specific
revision level is specified, ensure authority to use the specific
version to performwork is docunented if it is not the current
version. PRIOR TO LI NKING TO AN APPLI CABLE DOCUMENT, DETERM NE
THE AVAI LABI LI TY LI M TATI ONS OF THAT DOCUMENT AND COMPLY W TH
CENTER PCLI CY, PROCEDURES, AND I NSTRUCTI ONS. Select all
appl i cabl e docunents by clicking in the applicable block(s), or
enter the following information for applicable docunents not
listed:

El ectroni c? Adick “Yes” or “No.”

Appl i cabl e Docunment Nunber Enter the applicabl e docunent
nunber exactly as it appears on
t he docunent.

Basel i ne/ Revi si on Enter the word “Baseline” or
the revision letter.

Applicabl e Docunment Title Enter the applicable docunent
title exactly as it appears on
t he docunent.

Appl i cabl e Docunent Web Address Enter the document URL if

(URL) el ectronically accessible on a
web site.

| f docunment is not available electronically, enter the follow ng
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information. [|f the docunent is available electronically, |eave
bl ank.

Docunent Location - Building Enter buil di ng nunber where
docunent is |ocated

Docunent Location - Room Ent er room nunber where
docunent is | ocat ed.

Docunent Location Person Enter name of person who is

Responsi bl e responsible for retrieving the
docunent at this l|ocation.

Click on “lInput Applicable Docunents.” |If the information is

accepted, the screen will return to the MAIN MENU. [f there are

nore applicable docunents to be included, e-mail or call the
system adm ni strator. The OPR designee is responsible for
ensuring the correct version of the applicable docunent is
entered and maintained in the system or a pointer to the

| ocati on where the revision |level of the correct version or the
correct version itself may be found.

6.14.1.7 The data manager or OPR desi gnee/change initiator wll
upl oad the draft docunment. To upload, click on Upload Draft
Docunent fromthe MAIN MENU. dick on the docunent nunber

Click Browse to find the docunent to be upl oaded and enter file
name (file name nust not contain any spaces or special characters
in the original file nanme; do not change file name from upl oad
screen). Cick Upload; this electronically notifies the CER that
t he docunent is accessible for review

6.14.1.8 To approve or disapprove the OPR s notice of
availability limtation(s) and accessibility restrictions, the
CER wi Il click on Approve/ D sapprove OPR Export Recommendati on
under EXPORT CONTROL FUNCTI ONS; sel ect the document nunber of the
docunent reviewed; and click either Approve or D sapprove and
click Submt. |If the CER approves, DCB nenbers and, if specified
by the Progranf Project, the Adm nistrator for Centerw de
notification will be notified that a draft docunment is accessible
for review |If the CER disapproves, the OPR designee is
notified; the docunent does not go to the draft list until

resol ved and approved by the CER. The OPR desi gnee resolves the

l[imtations/restrictions with the CER If changes to the
docunent are required, the OPR designee will e-mail the corrected
docunent to the systens adm nistrator. |f changes to the system

are required, the OPR desi gnee sel ects Update Export Information
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and makes the required changes. The CER will be notified to
approve the limtations/restrictions for the docunent.

6.14.2 Submt a Draft “REVI SED’ Docunent to the DCB

6.14.2.1 Under Data Manager or OPR Functions, select Submt
Draft “REVI SED’ Docunent to DCB. Enter the docunment nunber or
title, or click Find to find the desired docunent infornmation.
Click the docunent nunber to display the docunent information
fromthe previously baselined or revised docunent; this

i nformati on may be changed except the docunent revision |evel and
draft nunber nust be entered and the approving authority and OPR
nmust be selected. (Cick inside the block to be conpleted; tab
to next block or click inside next block).

6.14.2.2 Specify whether or not the docunment has export and/or
distribution restrictions by checking block(s) on the data input
screen. |If a docunent has export and/or distribution
restrictions, the docunent shall NOT be placed on the Wrld Wde
Veb.

6.14.2.3 Specify the accessibility of the docunent by sel ecting
one of the Program Project’s master |lists where this docunent
will reside: (1) General Mster List [located on PDS Main Page—
avai lable to all world-wi de web users] (2) Project Master List

[l ocated on Project General Menu—available only to users
authorized to access the Progranf Project] or (3) Project Secure
Master List [located on Project General Menu—ogin/ password-
protected master list].

6.14.2.4 Specify whether or not the docunment will reside in the
MSFC Docunent ati on Repository. dick Save after entering al
appl i cabl e i nformati on.

6.14.2.5. |If a specific revision level is not specified, the
current version is applicable. If a specific revision level is
specified, ensure authority to use the specific version to
performwork is docunented if it is not the current version

PRI OR TO LI NKI NG TO AN APPLI CABLE DOCUMENT, DETERM NE THE

AVAI LABI LI TY LI M TATI ONS OF THAT DOCUMENT AND COMPLY W TH CENTER
PCLI CY, PROCEDURES, AND I NSTRUCTI ONS. Sel ect all applicable
docunents by clicking in the applicable block(s), or enter the
following informati on for applicable docunents not |i sted:

El ectroni c? dick “Yes” or “No.”

Appl i cabl e Docunment Number Enter the applicabl e docunent
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nunber exactly as it appears on
t he docunent.
Basel i ne/ Revi si on Enter the word “Basel i ne” or
the revision letter.
Appl i cabl e Docunment Title Enter the applicable docunent

title exactly as it appears on
t he docunent.

Appl i cabl e Docunent Web Address Enter the document URL if
(URL) el ectronically accessible on a
web site.

| f docunment is not available electronically, enter the follow ng

information. |[|f the docunent is available electronically, |eave
bl ank.
Docunent Location - Building Ent er buil di ng nunber where

docunent is | ocated

Document Location - Room Enter room nunber where
docunent is | ocat ed.

Docunent Locati on Person Enter name of person who is
Responsi bl e responsible for retrieving the
docunent at this |ocation.
Click on “lInput Applicable Docunents.” |If the information is
accepted, the screen will return to the MAIN MENU. [f there are

nor e applicable docunents to be included, e-mail or call the
systens adm nistrator. The OPR designee is responsible for
ensuring the correct version of the applicable docunent is
entered and maintained in the system or a pointer to the

| ocati on where the revision |level of the correct version or the
correct version itself may be found.

6.14.2.6 The data manager or OPR desi gnee/change initiator wll
upl oad the draft docunent by clicking on UPLOAD DRAFT DOCUVENT
and follow ng instructions. The sanme DCB and approving authority
who revi ewed, dispositioned, and approved the baseline docunent
will review and approve the revised docunent, unless specifically
designated otherwise. Cdick Upload, which electronically
notifies the CER that the docunent is accessible for review

6.14.2.7 To approve or di sapprove the OPR s notice of
avai lability limtation(s) and accessibility restrictions, the
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CER wi Il click on Approve/ D sapprove OPR Export Recommendati on
under EXPORT CONTROL FUNCTI ONS; sel ect the docunment nunber of the
docunent reviewed; and click either Approve or D sapprove and
click Submt. |If the CER approves, DCB nenbers and, if specified
by the Progranm Project, the Adm nistrator for Centerw de
notification will be notified that a draft docunment is accessible
for review |If the CER disapproves, the OPR designee is
notified; the docunent does not go to the draft list until

resol ved and approved by the CER. The OPR desi gnee resolves the

limtations/restrictions with the CER If changes to the
docunent are required, the OPR designee will e-mail the corrected
docunent to the systemadm nistrator. |f changes to the system

are required, the OPR designee sel ects Update Export Information
and rmakes the required changes. The CER will be notified to
approve the limtations/restrictions for the docunent.

6.14.3 Submt for Review a Request for Cancellation of a
Docunent. The data nmanager or docunent OPR desi gnee/ change
initiator wll submt the request to cancel a docunent, stating
reason(s) for cancellation. To submt the request to cancel a
docunent, select Submt Document for “CANCELLATION' to DCB

Sel ect the docunent nunber/title and click Search to find the
desired docunent information. Select “Cancel” under Status and
enter the reason for cancellation. dick Save. Upload the
docunent to be canceled by clicking on Upload Draft Docunent and
entering the information. The Docunent Hi story Log of the draft
Wrd version will also reflect the reason for cancell ation.

Upl oading the draft electronically notifies the CER that the
docunent is accessible for review

6.14.3.1 To approve or disapprove the OPR s notice of
availability limtation(s) and accessibility restrictions, the
CER wi Il click on Approve/ D sapprove OPR Export Recommendati on
under EXPORT CONTROL FUNCTI ONS; sel ect the docunment nunber of the
docunent revi ewed; select either Approve or D sapprove and click
Submit. If the CER approves, DCB nenbers and, if specified by
the Prograni Project, the Adm nistrator for Centerw de
notification will be notified that a draft docunment is accessible
for review The sane DCB will review and disposition the request
to cancel the document, and the sanme approving authority wll
approve the request as reviewed and approved the current version,
unl ess specifically designated otherwise. |If the CER

di sapproves, the OPR is notified; the docunment does not go to the
draft list until resolved and approved by the CER If changes to
the systemare required, the OPR designee sel ects Update Export

| nformati on and nmakes the required changes. The CER will be
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notified to approve the limtations/restrictions for the
docunent .

6.14.4 List of Draft Docunments. A list of draft docunents wll
be maintained in the system along with accessible draft
docunents and docunent information

6. 15 DCB Review and Di sposition. Team access and DCB
Secretariat may be authorized to support the DCB in the review
and di sposition of docunentation. After |login, select Project
and user’s access level. The first tine the user enters the
systemto support a DCB, the user will click on Select Board
Access and sel ect the DCB code(s) to be supported. Follow ng
approval by the System Admi nistrator or Secretariat, access
docunents and conments by clicking on DCB Docunent Disposition
Sunmmary.

6.15.1 Disposition of the Draft Docunent. Upon authorization to
serve on a DCB, the DCB nmenber will click on Select Board Access
under DCB MEMBER FUNCTI ONS and sel ect the DCB code(s) for DCBs on
whi ch nmenber is authorized to serve. (NOTE: This is only
required the first tinme a user begins serving on a DCB. dick
Save. Upon approval by the System Admi nistrator or Secretariat,
access is authorized. Follow ng review of a docunent, the DCB
menber will enter the disposition by selecting Docunents for

Revi ew Di sposi ti on under DCB MEMBER FUNCTI ONS. NOTE: \When
menber no | onger serves on a particular DCB, the Secretariat or
system adm nistrator will click on Delete Board Menbership, click
"Del ete? Yes” to delete code, and click Submt.

6.15.1.1 Select Docunent for Review. On the list of “Docunents
for Review D sposition” screen, the DCB nenber selects the DCB
code for which he/she is a nenber and clicks I nput Information.
Click on the docunent nunber of the docunent to be dispositioned
to view the “Disposition of PDS Draft Docunent” screen. dick on
t he docunent title to view the docunent.

6.15.1.2 Enter Disposition. On the “Disposition of PDS Draft

Docunent” screen, the DCB nenbership will indicate by selecting
“concur as witten” (submtted), “concur with changes (coments
required),” “nonconcur (comments required),” or “table for

further information” (with action to OPR or other organization
entered in “Conments” section) on or prior to the designated due
date. The DCB nenber will enter any comrents by clicking inside
the “Comments” field. dick on Input Information to save the
information. Information may be input/changed until the review
period closes. The systemw |l lock the information at m dni ght
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on the due date, and access to input or change disposition or
comments i s no | onger granted.

6.15.1.3 Disposition Concur As Witten. |If the DCB nenbers
“concur as witten (submtted),” proceed to step 6.15.1.8.

6.15.1.4 Disposition Resulting in Changes to the Docunment. |f

t he DCB nenbers “concur with changes,” or “nonconcur,” enter OPR
resol uti on/ comments (paragraph 6.15.1.9) and resubmt a draft
docunent for review or call a formal DCB neeting (step 6.15.1.6).

6.15.1.5 Disposition Wth Issues. |f the DCB nmenbers “concur
wi th changes” or “nonconcur” and the OPR desi gnee/ change
initiator cannot resolve the conflicts/issues, the OPR

desi gnee/ change initiator wll enter positive and negative
information fromthe opposing organizations in OPR

Resol ution/ Conments for consideration at the fornal DCB neeting;
proceed to step 6.15.1.6.

6.15.1.6 Call a Formal DCB Meeting. A fornmal DCB neeting wll
be convened to resolve all comments and issues. The mnutes or
records of these neetings are records and nmay be included in OPR
desi gnee/ change initiator’s resol uti on/comrents. Unani nous or
even majority concurrence/ nonconcurrence i s not mandatory for

di sposition by the DCB chair.

6.15.1.7 D sapproval by the DCB. If the formal DCB does not
approve, the DCB will decide if the draft docunent is to be
removed fromthe docunentation systemand archived, or if a new
draft will be issued.

6.15.1.8 Concurrence by the DCB. If the DCB nmenbers concur, the
OPR desi gnee/change initiator will prepare the final docunent.

6.15.1.9 OPR Designee/Change Initiator’s Comrents/ Resol ution.

To enter comments/resolution fromthe DCB review, select OPR
Resol uti on/ Comments. Cick the docunment nunber for which
comments will be entered. The OPR designee/change initiator wll
enter resolution of coments and di sposition of request, which
may be a specific sunmary statenent of what was actually done
and/or a listing of the resolution of comments. dick Input

Di sposi tion.

6.15.1.10 Final D sposition of Request.

a. The Secretariat or Approving Authority (DCB Chair) will click
on DCB Disposition/lnstructions/C osure. The date of the board
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neeting may be entered. dick one of the followng: (1)
Reconmend Docunent for Approval, (2) Recommend Di sapproval, (3)
Recommend Cancel | ati on of Docunent, or (4) O her (Specify).

b. The Secretariat or Approving Authority (DCB Chair) wll
specify in “Inplenmentation Instructions” any action itens
assigned as a result of dispositioning the docunent.

c. In cases where MSFC is only reviewi ng docunents to provide
concurrence/ nonconcurrence and the approving authority is not
MSFC s responsibility or comrents are to be submtted to a higher
| evel board, the Secretariat or DCB Chair (authorized at
Approving Authority systemlevel) will enter the review closure
authority by clicking one of the following: (1) DCB Concurrence
to Forward to Hi gher Level Board/ Organization, either As |Is or
Wth Changes (state changes in Comment bl ock), (2) or
Nonconcurrence (state reasons in Conmrent block). Enter the
external source, person, or higher-level board to which the

di sposition was submtted and coments. dick Submt. “Date
Submitted” and “Submtted By’ are automatically generated by the
system

6.15.1.11 DCB Docunent Disposition Status Summary. The status
summary of DCB comrents, OPR resolution/coments, final

di sposition, inplenentation instructions, and review cl osure
authority if applicable may be viewed by authorized personnel by
sel ecting DCB Docunent Disposition Summary under GENERAL

| NFORMATI ON.  The conpl eted DCB di sposition status summary is a
record of the review of the docunent.

6.15.2 Prepare and Submit Final Docunent. The OPR
desi gnee/ change initiator prepares the final docunent based on
the final disposition and inplenentation instructions.

6.15.2.1 |If the MSFC Docunentation Repository is designated as
the repository of this docunent, conplete the information on the
data i nput screen to generate MSFC Form 2896 for el ectronic
transmttal to the MSFC Docunentation Repository. Also notify

t he MSFC Docunent ati on Repository of any document distribution
requi renents by entering organi zational code and nane if hard
copy is to be sent, and add e-mail address if electronic copy or
nmessage is to be sent. Also specify whether or not the docunent
has export and/or distribution restrictions by checking bl ock(s)
on the data input screen.

6.15.2.2 |If the MSFC Docunentation Repository is not designated,
speci fy whether or not the docunment has export and/or

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Marshal |l Work I nstruction
EDO1

Program Proj ect Data System | MN 7120. 3 Revision: B
( PDS)

Date: July 10, 2000 Page 22 of 28

distribution restrictions by checking block(s) on the data input
screen.

6.15.2.3 |If a docunent has export and/or distribution
restrictions, the docunment will NOT be placed on the Wrld Wde
Veb.

6.15.2.4 Specify the accessibility of the docunent by sel ecting
one of the Program Project’s master |lists where this docunent
will reside: (1) General Mster List [located on PDS Main Page—
available to all Wrld Wde Wb users] (2) Project Master List

[l ocated on Project General Menu—available only to users

aut horized to access the Progranm Project] or (3) Project Secure
Master List [located on Project General Menu—ogin/ password-
protected master list].

6.15.2.5 The OPR designee/change initiator will upload the final
docunent by clicking on UPLOAD FI NAL DOCUMENT and entering the
information. Uploading the draft electronically notifies the CER
that the final docunment is accessible for review

6.15.2.6 To approve or di sapprove the OPR s notice of

avai lability limtation(s) and accessibility restrictions, the
CER wi Il click on Approve/ D sapprove OPR Export Recommendati on
under EXPORT CONTROL FUNCTI ONS; sel ect the docunment nunber of the
docunent revi ewed; select either Approve or D sapprove and click

Submt. |If the CER approves, the approving authority wll
receive notification that the docunent is accessible for
approval. If the CER di sapproves, the OPRis notified; the

docunent does not go to the master list until resolved and
approved by the CER

6.16 Approving Authority(ies). The approving authority for
Prograni Proj ect docunents wll be designated by the
Prograni Proj ect Manager, and the approving authority for

Mul ti program Project comon-use docunments is specified in MPG
7120. 2. The approving authority shall review the baseline
docunent, changes/revisions to the docunent, or the request to
cancel a docunent for adequacy prior to issue to performwork or
cancel | ati on; pertinent background information shall be provided
upon which to base the approval /di sapproval.

6.16.1 Approve or D sapprove a Docunent.

6.16.1.1 To approve or disapprove a docunent, the approving
authority will click on Select Board Access and sel ect the DCB
code(s) for which user is approving authority. (NOTE: This is
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only required the first tinme a user accesses the systemto
approve a docunent to a specific DCB. dick Save. After
authorization is received fromthe systens adm nistrator, select
Approve/ D sapprove/ Cancel Docunent. dick on the docunent nunber
of the docunment to be approved or disapproved. Cick Approve
Docunent or Di sapprove.

6.16.1.2 The approved docunment will be placed on the Mster
List. Approving authority and date approved are automatically
recorded in the database. E-nmmil notification will be sent to
t hose registered for the Program Project.

6.16.1.3 |If a docunent is not approved, the docunent wll be
archived and an e-mail notification will be sent to the docunent
OPR desi gnee/change initiator, Data Manager if assigned, DCB
menbers, and Board Secretariat. To resubmt, return to the
appropriate step. |If the docunent will not be resubmtted,
cancel the reserved docunent nunber.

6.16.1.4 |If the MSFC Docunentation Repository is the designated
repository, an e-mail notification will be sent to the MSFC
Docunent ati on Repository that MSFC Form 2896, in accordance with
MAI 2210.1, and distribution list if generated is accessible, and
data has been submtted.

6.16.2 Approve or D sapprove the Cancellation of a Docunent.

6.16.2.1 To approve or disapprove the request to cancel a
docunent, sel ect Approve/ D sapprove/ Cancel Docunent. dick on

t he docunent nunber of the docunent to be approved or disapproved
for cancellation. dick Cancel Docunent or Di sapprove.

6.16.2.2 |If cancellation of a docunent is approved, the docunent
will be removed fromthe Master List and archived. E-nai
notification will be sent to those registered for the

Pr ogr ant Proj ect .

6.16.2.3 |If cancellation of a docunent is not approved, the
docunent remains on the master list and an e-mail notification
will be sent to those registered for the Programi Project. To
resubmt, return to the appropriate step.

Note: Approving authority and date approved are automatically
recorded in the database.

6.17 Master List(s). The Master List(s) identifies the correct
version status for Program Project and Ml tiprograni Project
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common- use docunentation. The approved docunent and the docunent
information are added to the electronically accessible Master
List(s) to preclude the use of invalid and/or obsol ete docunents.
The Prograni Project master |ist access will be as determ ned by

t he Prograni Project Manager. Any restrictions for accessibility
shal | be specified by the Progranm Project and established by the
system adm ni strator; however, pertinent issues of the correct
docunents wi Il be accessible for the effective functioning of the
Program Project. (bsolete, invalid, or cancel ed docunents are
pronptly renoved fromthe approved docunment Master List(s). The
system adm ni strator identifies and archives obsol ete versions,
whi ch are accessible from Docunent | nformation.

6. 18 Assurance Agai nst Uni ntended Use of Obsol ete Docunents. To
assure agai nst uni ntended use of any previous/obsol ete version of
a docunent, conmply with the follow ng provi sions:

a. Destroy the docunent, or

b. Mark if retained, e.g., “FOR H STORI CAL PURPOSES ONLY,” “FOR
LI M TED APPLI CABI LI TY,” “REFERENCE,” etc. (e.g., on the face of
t he docunment, a file cabinet or drawer, a bookcase or shelf, or

c. Oherwise suitably identify (e.g., via explanation).

Verify correct version of a docunent is used in the work being

performed by checking revision status on the Master List unless
superseded by contractual arrangenment or customer agreenment or

ot her authority.

6.19 Repository. The repository for the docunments, disposition
of the record docunentation, and records custodi ans shall be
specified by the Progranf Project Manager in accordance with MG
1440. 2. The designated system adm ni strator maintains the
repository for official controlled docunents that are readily
accessi bl e and provi des paper copi es upon request.

6.20 Information Technol ogy—System Backup. Maintained in
accordance w th ED40-004.

6.21 Data Security. See NPD 2810.1, NPG 2810.1, WMPD 2810.1, and
MPG 2810. 1.

7. NOTES

None
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8. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None
9. RECORDS

9.1 Prograni Project records shall be identified and
di spositioned in accordance with MPG 7120. 3.

9.2 Mnutes/Electronic Records of docunentation reviews and DCB
nmeetings will be maintained as specified by the Program Project
Manager in accordance with NRRS 1/14B.1(a)[1150] - Pernmanent;
retire to FRC when 2 years old; transfer to NARA when 20 years
ol d, whi chever is sooner.

9.3 Electronic nmaster lists shall be naintained as specified by
t he Prograni Proj ect Manager in accordance with NRRS 1/72. E [ 1410]
- Maintained current; destroy when superseded, obsolete, or no

| onger needed.

9.4 Miltiprogranf Project common-use docunentation records shal
be mai ntai ned and di spositioned in accordance with MPG 7120. 2.

9.5 Review and status of reserved docunent nunbers unbaselined
for nore than 6 nonths shall be nmaintai ned and di spositioned by
t he MSFC Rel ease Desk personnel in accordance with NRRS 8/5.B. 2
[ 8000] — Destroy when no |onger needed for reference.

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None

11. FLOW DI AGRAM
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6.3
OBTAI N PROGRAM PRQIECT
CODE
Legend: -
Not Mandat ory SYSTEM REG STRATI ON |_ Unaut hor i zed
Aut hori zed END
D Deci si on Bl ock 65
Iterative [ LoeN  b—
6.8 | DENTI FY REQUI REMENT
[ TRACKI NG BASELI NE/ REVI SE/
CANCEL/
EXTERNAL SUBM TTAL] ?
6.7 ¢
OBTAI N DCB CODE( S)
6.9 6.13
BASELI NE OR EXTERNAL DOCUMENT OR
TRACKI NG REVI SI ON? PROPOSED CHANGE TO
STATUSl m ............................................. EXTERNAL NENT?

6.13.1 l | l 6.13.2

RECEI VE EXTERNAL RECEI VE CONTRACTOR-
OTHER THAN PREPARED DOCUVMENT
CONTRACTOR- PREPARED -El ectronic
DOCUMENT - Scan
-El ectronic
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DCB CONTROLLED
6.11, 6.12, 6.14 6.14.2.7 6.15
OPR/
Change Initiator CER DCB
Revi ew and
Appr ove/ N Di sposi tion
Di sapprove Docunent
Export/ m
Di stri bution
Rectri tinne
16
Appr ovi ng 6.17
Aut hority
6 15 2 MASTER LI ST/
T REPCSI TORY

Prepar e/ > REFERENCE LI BRARY

Subm t Fi nal
Docunment for

r Appr ove

Appr oval

|_’ Di sapprove

———

Resubmni t . End
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12. CANCELLATI ON

MAI 7120. 3A dated August 20, 1999

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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